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“OGC HAS REVIEWED

CENTRAL INTELLIGSNCE AGENCY .,
Washington, D, C. '

ADMI'\]ISTRATTVF‘ INSTRUCTION , | o 30 iarch 1946
NG, ) ‘ :

SUBJECT Awards\t,o CTA Efnployees for iHeritorious Suggestions.

1. Apo‘ointment\of Committee.
\ s
A Committee on Awa.r-ds for ieritoi 1ou’¢ th'Peo'LlOI'lS is hereby estab-
lished to promote an employee 1ncent1vé‘ “Brogram and tc ' make recommenda-
tions’ for awards to employees for merit orlous suc'gestlons.

'\\ _ Conmittee Memberahlp
‘ R
-{“;Ai Erecutive Director ‘\\ -- Chairman
h Executive for Administ a)\tlon and aa 1'wement -— Member
Chief, Budget and rlnance\‘ﬁranch & -- lember
i Chief, Management Branéh, Agi 7 -—  lMember
) Chief, Personnel Relations I\}v:l.smn, )
*’ergonnel Branch, A&EM X ~- Recorder with-
Y out vote
Alternates or addltlonal member‘s ~— As designatel by the
Chairmen when rnemberq aré not ‘available or fer such other

reasons as he nay deem. apprcprlate.

& ‘

2, Committee R nespon\élblllty I
1

‘The committee 'Wlll be rcspons:.ble for carrylng out the provisions .
of Section 1k, Public Law 600; 79th Congress (5 U.S.C.A. 11€a), and
Executive Order Nevg 9817, dated 31 December 1916, and will encourage
individual~ employee‘ 1ndustry and interest in nakrng sound sugyea:tlnns
‘for 1mprovement or economy in the operations of CIA.

K ’.‘,
;3., Awards Authorluevl . o \

' \ T

ed bolely*e»ra.prlmarlly because of resulting monetary savings.
. Amounts '=hall ke based on the annual estimated saving in: the first |
year of operat:.on in accordance -with the fellowing table unless,

for special” ‘reasons, the Director shall determine, uuibJect to stat—-

: utory llmltrxtlons, that a different amour't is Juutlfled\-
N

: ‘n : \\‘
- SAVINGS i AWARDS )
R $1,800 ‘== $10 for each $200 of savings with a mini-

f mum of #$10 for any -adopted suggesticn,

#1,000 = glo,om@ = §50 for the first $1,800 of savings, and

$25 for each additional, $1,000 of savings.

U < L el Oh of, sl
b. g . B :
o ST er .
U :
,,..w#e N ' =B\ -.,E‘D -

(5715) -

Approved For Release 2006/11/09 : CIA-RDP81-00728R000100010026-4.

ay waards. ,may be authorized for merltorlous uggestions adopt-

e etz R

|
i
l
;

ol et



" Approved For Release 2006/11/09 : CIA-RDP&1-00728R000100010026-4

275 for the first 410,088 of sav, s, and.
50 for each additional #18,000 of,savings.v

10,9, ) - 1100,000 --
‘ - )

-

180,000 or more ¢ wm §725 for the first ;100,500 of savings, and
: : $16¢ for cach additional #100,070 of savings;
previded that the maximum avard for any one -
suggestien shall not exceed 41,000,

b. When a-suggestion is admnted orimarily upon the basis of im-
provement in the cperations or services of CIA, the committec shall
recommend an award commensurate with the btenefits anticipated from

. the suggestion, The amount recommended for any one award shall not
exceed $1,000, : , :

Ce Certificates, medals, or othar emblems may be awarded by the
Director in addition to mone tary awards and also in honorary recogni-.
- tlen of service which the committee reccemmends as exceptional but
not meriting a cash award,

be Eligibility for Awards.

All civilian employees of CIA are eligible to submit suggestions
and receive awards,

5. Basis for Awards.

i

a. (1) Awards will he considered whore, in the opinion of the
comnittee, the meriterious sugpzstion has resulted or will re-
sult in imprmvement or economy in the operaticns of the agency
through menetary savings, incroased efficiency, conservation
of property, impreved employee working cohditions, better serve
lce to the publicy, and similar results,

(2) Awards will not be recommended for suggestions fall-
ing within the normal responsibilities of the duties of the
suggester,

- be To be considered for an award, the suggestion must have
been adopted for use in the agency within three (3).years frem the
date the’ suggestion is réceived by the agency.

ggestion shall he in ad-
dition to the: regular compensation of +the reciplent, and the ac-
-ceptance of such a cash award shall constitute an agreement that
the use by ‘the Unitnd Statesof ‘the suggestion fer which the'award
is made shall not forn a basis arising from the accepted suggestion.
for a further claim upAn the United States by the recipient, 'his
heirs or assigns,’ R

Ce A cash award for a meritorious sue

6. Submission of Suggestions, -

Suggestions may be submitted directly to theAChief,'Hanégementv

' Erangh, A&M, by any individual;eligible for an award, They should be

v

w2
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o RESTRICTED
in duplicate, and should include: =

ae Name of employee’,

[ ‘ -be "Title, grade, and salary,
Co Division, Branch and Office,

0 ds A detailed description of the Suggestion, with a statement

of the actual saving of money which will result or has resulted in :
the first year of it operation, or the basis for opinion that other . = -
exceptional benefit to CTA will result from adoption,

" . - ‘ Ky
! Te “Action on Suggestions and Awards,

{ HE

! ‘ : & In cach case where a suggestion of merit is made, a record
‘ of the suggestion will be placed in the personnsl file of the em-
ployee concerned whe ther or not an award is granted,

b, The Chief, Managsment Branch, A&M, will review each sug~
gestion submitted under this direcctive and arrange for committee
acticn. The committee will consider cach suggestion on the sole , ;
basis of benefit to CIA and eligibility of the suggester to re- ) : !
Q%j_ve an award, and take action as follows: !

(1) Return to the suggester cach suggestion not con-
sidered of sufficient benefit to CI4 for an award or where the
suggester is nct considered eligible for an award, stating
Treasons in cach case, :

(2)  Recommend te the Director suitable award when war-—
ranted vy the suggestion, The action of the Director in such
cases shall be final,

FOR THE DIRECTOR OF CENIRAL TNTELLIGENCE:
- STHTTWITL |

J

Executive for o '
Administration and Mana ement, ’ [
) g o .

 DISTRIBUTION: ALL GIA RMPLOYEES, : o o ]

RestRicep
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‘Approvéd Fbr Release 2006/11/09 : CIA-RDP81-00728R000100010026-4



~ Approved For Release 2006/11/09 : CIA-RDP81-00728R000100010026-4

b A
k, } 1 S T .x‘ i ,
E L %
i g |
i 2/ CUIITRAL INTELLIGENCE AGENCY )
i ' . Washington, D, C, ;
ADLIVISTRATIVE msm%_;; BRI L .27 July 1949 STATINTL
‘IO. ' o ', N T ., S o ) i E
' ' : FRETURLT STATINTL |
SUBJECT.:. . Avrards to.CIA. Enployees for I\Ieri'borious Suggestionse. -
RESGISSIONS:  Adninistrative, Instruction Yo, bted 30 liarch 1948
i... . . Administrative Instruction .No, dated 25 June 1948 1

Administrative Instruction Ho, dated 31 December 1948

’ l Commlmtoe on. Awardo for I‘Terltorlous ggestlons

The; Co*muttee on Awards I‘or Irerltorlous Suggestlons shall promote
the employee r\cenb:we Dropram and recommend awards for emp] oyees. for
meritoricus suf;gcstwnu. Thn Committee includes the follom.n

Ibcecutlve L N  - Chairman . . - 7 L
- .Budget Officer . . . =.lHember . . .- ' V
! ‘ Personnel Officer = . = lember :
lanagement Officer ~ llember and Recorder

Alternate and addltlonal nembers ma/ be desmnabed b" the
Cha.lrman. R TT . . . .

24:: Comm.ttée Résfaon;s’{biiiﬁ?

; : R L
{ . N

The Committiee is responsible for carrying out the prov:. sions of |
Section 1, Public Law 600, 79th Congress (5 UsSeCells. 116a). and
fxecutive Order No. 9817, dated 31 December loho, and will “encoiirage
individual - employee industry and interest in.malki ng. sound subgastmns
for 1.rmrov«,mcnt ang,’ econorrw in the operatlons of CiAe. R

BN .30 ,,Awards

a. Cash a:ard., may be authorn.zed for mer:.tor:.ous suggestlons
adopted ;olelv or p“lmarllv as a result of monetary savings,
Avards -shalli:be; based. on the. annual estimated saving within the
Ag,rmcv in the. i‘:rst vear:of operatlon in accordancrs vnth the
following table unless for special reasons. the Dlrector shall
determine, subject to statutory lxmtatlona, t.hat a different’
amount: 1°;3ust flnd._ W e e e : e

P

ANH UAL oAVIP»GS ‘ ,xsx{ A\h

" . IR N -3 PR i I gy :

, 1 31 OOO , HplO for each 1200 of 'savings with a , !

Lo minimum of. ,plO for any adopted suggestion L
: ' SNLCEL GLRIRE

l-
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$1,000 = 410,000 $50 for the first $1,000 of savings, and
‘ S %25 for etcch edditionel $1,000 of. savings
$10,000 = #100,000 $275 for the first. $10,000 of savings,
and 450 for each additional {10,000
, ] - of savings ‘ e .
$100,000 = or more -  $725 for the-first $100,000 of savings,
' and %100 for each additional $100,000
- of savings provided that the maximum -
award for any one suggestion shall not
exceed 1,000

b. Cash awards may be authorized for meritorious suggestions
adopted primérily. upon.the basis of improvement in the .operations
~ or services of CIA. The Committee shall recommend an award
‘- ‘comnensurate with the benefits anticipated from:the suggestion,
“The ‘amount recommendéd for any cne award:shall not "eéxceed” 1,000,

¢, Certificates, medals or other emblems may be awarded
by the Director in addition to monetary awards and also in
honorary recogniticn of serviee which the cormittee recommends
as exceptional but not meriting a cash averd, i ‘

4. Eligibility for Awerds L

All civilian empioyees of CIA are eligible to submit suggestiéns
and receive awards, except that awards shall not be recompended for
suggestions falling within the normal responsibilities of ' the duties

of the suggester.

5. Bfés}is‘l for Awerds "

@, “Awards will be considered where in the opinion of the
Committee the meritoricus sugzestion has resulted or will -

" result in improvement or eccnomy in the cperations of the
Agency through monetery savings, increessed efficiency, conserva=
tion of property,. improved employee working conditions,

“better ‘service to the public, and similar benefits.

* W, The'suggestion must be ndopted for use in the Agency
within three (3) yecrs from the date the suggestien is received
by the Nénegement Officer. e T

¢. A cash award for e meritoricus suggestion shall be in
'addition to the regular compensation of the recipient, and
the scceptance of gych & éash award shall constitute.an agree=.
ment thet the use ¥ €hellni@dOAVegis of the suggestion, :

301440 1 38ang
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| for which the awerd is made shall not form a basis arising
i - from the scecepted suggestion: for .a further. ¢laim upon the
i , Unitedastates,by‘the{recipient,Whistheirsﬁo:aassigns.r.-

6. Submigelon of Swmistions

S Dt LA AT 2

! : 4 suggestion may be submitted through supervisory channels to

| the Management Office or directly to the Mansgement Officer by any ‘ i
f ~ dindividual. It should be in duplicate, and should include: o
§ . :

{

/

'@, Name of employee
bl:‘Title;dn& grade
c. biviéion, Branch and Office

! d, Detailed description of the suggestion, with a statement

: of the actual saving of noney which will result or has reswlted
in the first yeer of its operation, or the basis for opinion
that other exceptionel benefit to CIA will result from adoption,

f K 7. Action on Sugpestions

8. The Management Office will review each suggestion and
arrapge for Comnittee action,

b, The Comnittee will examine each suggestion on the
basis of benefit to the Ageney and the Federal government
and will deternine whether the suggester is eligible to
| ‘ receive an avard,

(1) If the Cormittee determines that a suggestion is !
not nencptable, the Henagement Officer will notify the
suggester of the rensons his suggestion was not adopted.

S (2) 1If the Committee determines that a suggastion
' has nerit, the Cheiruan of the Committee will rsconmnend
to the Director thet a cash award or a Certificate of
Avard should be presented. ’

€+ TVhenever the Director believes that a suggestion would i
benefit the Federal government generally, he may report it . i
! to the Director of the Burcau of the Budget for dissemination ‘
. _ to all Depertrents and Agencies., However, no additional cash
1 avard nay be authorized for the Tsuggesterso

b 00 DAl R e
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g ! N B E A
! 'Khi. , ?*f’
i
The(Management Officer will forward a record of each
suggestion submitted :and final actionthken to:the Pérsonnsl 7 E
Office for inclusion in the personua.file of the enployee. : %
FOR m DIRECTOR 0“ CENTRAL INThLLIGENCE. . T *
: . STATINTTL

. . Ceptain; USN"
Executive

DISTRIBUTION: A1l CIA Employoes -

301440 1390ang
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CRUTRAL INTELLIGENCE AGENCY
Washington, D. C.

PRRL

27 gy 2949,

ADLTH IoTRA“‘lVE msmucnou
N0,

SUBJECT:  Awards to-CIA. Mployée’s’”fai- Kieritorious Suggestionse
ted 30 larch 1948

ROUSCISSI 0?’ P Ac‘mlrlstr ative Instructlnn Mo
_,Adnlnlstratlve Instruction Hos
Administrative Instrgctmn Hog

1 Committee oh’ Aﬁérd.: for I.er:tor:.oua Suggestlovs "
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STATINTL

STATINTL |

dated 25 June 1948
dated 31 Decenoer 1948

"STATINTL © |

Managemert ‘Officer:

Alternate an& audltn.on-u members ’m,ay be'désignated' by the

L,han rman .

I

', 2 Commlttce Responclbllltv

for carrying out the prov:.s:mns of

() U S C.Au 1163. arld .
1946," and ¥Ald" ‘encourage

‘in malcing. sound supgast:\.ons

the operat:n.ons of CIA.

~ The Committee 18 responsible
Section lb, Public Law 600, 79th Congress
i ixecutive Order No. 9817, dated 31 December

; - - individuel “employee. Aindustry and: interest .
for mprovemnnt and. ec'morrw in

i

3¢ Awards

: ae ash avards, may be authm 1yed for nerw.tor:.ous suggest:.ons
adopted uOlel" or primarily as a result of monetary savingse
" Averds:shall bc bas ged. on the annual estimated saving, within the
‘Agency.-in the fivet yesr ol -operation.- An. accordance mth the -
follovwing table mﬂc»s for snoclal rcasons the D:Lrector .,hall
determine, subject to statutorj llm.ha‘o:.or*s s that a dlffprent
amount, is _just:.nr'd 0 T o s

ims i #7925 T

;zCAS}'{«A'-.'imbs o

ANIIUAL SAVINGS S

1 i, o 810 for Caoh 5200 of savings Cvith a
minimm.of -,plo for any adopted suggnstlon

‘ 1-1#

o o AR Rt A AT ST T

A:BBE&M;@Z@&&QQQJ@QQ&QQ@&

The Co*nm.ttee on Awarda ior Lierltor:.ous Suggcstlons shal] promo‘oe {
the employee incentive program. and recommend awards . for emp'.\ cyees for ; ;
meritorious suf csbmona. The Committee :anlude.; the following: (7 {jp

Ebc-ecutn.ve T - Cha;rman L
: Budg;et{Officer‘_ : R hCI"fbf‘I‘ ol e 3!?'\-/(;"}
Personnel Offiger . . = ‘lember . o /‘}«"‘" T A
- llenber and Recorder : A}"\,_ T
. YV
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$1,000 =~ $10,000 ¢50 for the first $1,000 of savings

. ,;25 for ecch additional 1,000 of s
$10,000 = 53100,000 £275 for the first ¢ 10 000 of savirngs .
: and {50 for each additional 10,000
, , of savings
$100,000 = or more $725 for the first $100,000 of savings

Lo ) . end $100 for each edditional %100,000
| ' of savings provided that the maximum '

N L T award for any one supgestion shall not
i S » : exceed 41,000

b, Cash awards may he authorized for meritoriocus sugcestions
adopted primarily upon the basis of improvement in the operations
or services of CIA. The Committee shall recommend an award

" commensurate with the benefits anticipated from the suggestic*i.
The amount recommende'i for apy one av'ard shall not exceed gl 000,

¢, Certificates, nedels or other emblems maey be awarded
by the Director 1n addition to monetary awards and slso in
honorary recogniticn of serviee which the committee recormmends
as exceptional but not meriting a cash award, -

j ‘ be Eligibility for_juerds

A1l eivilian emoloyees of CIA are elizible to submit suggestions
and receive owards, except that avards shall not be recommended for
suggestions falling within the normal respomsibllltles of the: duties
of the suggester.

N 5. v Basis for Awards

' Awards wil] be eonsldered where in the opinion of the : i
Committee the meritoricus sugzestion has resulted or will a I
result in improvement or economy in the operations of the
Agency through monetary sav:mgs, increased efficlency, conserva=
“tion of property, improved enp.,_oyee working conditions,

' better service to the ‘publie, and: similar benefits.

“-The" suggestion rust be adoptec. for uge in' the Agency
W:Lthin three -(3) yeors from the date the sugs'estion is received ‘ ;
by the Hanagement Officer. ) : o

¢. A cash award for a ncritorious sugges ich shall be in :
addition to the reguler compensation of the recipient, and
the ecceptance of such a cash award shall constitute an agree-
ment that the use by the United Sto.tes of the Buggestion,

a2e
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for which the award is made shell not form a basls erising
from the-accepted suggestion for a. further cleim upon the-
United States by the recipient, his heirs or-assigns;. o .

6. Submission of Suggésﬁliéns. -

: A suggestion may be submitted through sti;;ervisoi-y ‘channels to
the Managenent Office or directly ,to the Mansgenent Officer by any |
individual, It should be in duplicate, and should ineclude: ‘

1 Co 8. Name of employee : j
| b, Titlé and grade
c. Divisibﬁ, Branch and Office }
| » d. Detailed description of the su‘gg.ersfion',' with & statement
of the actuel saving of money which will result or has resiulted

‘in the first year of its operetion, or the basis for opinion
that other exceptionel benefit to CIA will result from adoption.

O 7. Agtion on Sugpestions

‘&, The Management Office will review each suggestion and
errange for Comnittee aection,

b. The Committee will examine each suggestion on the
basis of benefit to the Agenoy end the Federal government
and will determine whether the suggester is eligible to

receive an award,

i (1) If the Connittee determines that a suggestion is _
| not accopteble, the Management Officer will notify the - !
suggoster of the reasons his suggestion wes not adopted.

; (2) If the Committec determines that a suggestion j
; : has nerit, the Cheirnen of the Committee will recommend
to the Director that a cash award or a Certificate of

J ' Award should be presented,

i ¢. Thencver the Director believes that a suggestion would
i benefit the Federal government generally, he mny report it -
‘ ! to the Direcctor of the Bureau of the Budget for dissemination

to all Depertnents and Agencies, However, no additioral cash
avard may be authorized for the suggester.




Cauh The‘»‘?Mana'gément*'Off'ice:j will forvard e 'recvdrcvl" of each'-
suggestion gubmitted and final action taken to the Persomnel -
~ Office for'inclusion in the persomél file of the enployee.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

- —CEptein; USN

Executive

DISTRIBUTION: A1l CIA Employces

" Apbroved For Release 2006/11/09 - CIA-RDP81-00728R000100010026-4
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RESTRICTED

- STATNTIL ‘ CENTRAL INTELLIGENCE AGENCY

Washington, D. C.
ADMINISTRATIVE INSTHE%?f??:] 30 March 1948
NO.

SUBJECT: Awards to CIA Employees for Meritorious Suggestions.

1.  Appointment of Committee.

A Committee on Awards for Meritorious Suggestions is hereby estab- .

lished to promote an employee incentive program and to make recommenda-
tions for awards to employees for meritorious suggestions.

Committee Membership

Executive Director . == Chairman
Executive for Administration and Management -- Member
Chief, Budget and Finance Branch, A&M -~ Member
‘ Chief, Management Branch, A&M =-- Member
Chief, Personnel Relations Division,
Personnel Branch, A&M -= Recorder with-
out vote

Alternates or additional members -- As designated by the
Chairman when members are not available or for such other
reasons as he may deem appropriate.

2. Committee Responsibility.

The committee will be responsible for carrying out the provisions:
.- of Section 1k, Public Law 600, 79th Congress (5 U.S.C.4. 116a), and
- Executive Order No. 9817, dated 31 December 1946, and will encourage
individual employee industry and interest in masking sound suggestions
for improvement or economy in the operations of CIA.

3. Awards Authorized.

ed solely or primarily because of resulting monetary savings.
Amounts shall be based on the annual estimated saving in the first

. year of operation in accordance with the following table unless,
for special reasons, the Director shall determine, subject tc stat-
utory limitations, that a different amount is justified:

_ SAVINGS . AWARDS
.$l - $1,000 == $10 for each $200 of savings with a mini- ‘

mum of $10 for any adopted suggestion.
1 $1,000 - $10,000-- §50 for the first $1,000 of savings, and
) : {25 for each additional $1,000 of savings.

emy RESTRISTED

-1‘

ApproVed For Release 2006/11/09 : CIA-RDP81-00728R000100010026-4

a. Awards may be authorized for meritorious suggestions adopt-
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RESTRICTED

$10,000 - SlO0,00U == $275 for the first $10,000 of‘savings,'and
* $50 for each additional $10,000 of savings.

$100,000 or more == $725 for the first $100,000 of savings, and
' $100 for each additional $100,000 of savings,
provided that the maximum award for any one -
Suggestion shall not exceed $1,000,

b. When a suggestion is adopted primarily upon the basis of im-
Provement in the operations or services of CIA, the comnittee shall
recommend an award comnensurate with the benefits anticipated from
the suggestion. The amount Tecommended for any one award shall not
exceed $1,000. ‘ .

Ce Certificates, medals, or other emblems may be awarded by the
Director in addition to monetary awards and also in honorary recogni-
tion of service which the committee recomnends as exceptional but
not meriting a cash award.

L. Eligibility for Awards.

All>civilian employees of CIA ‘are eligible to submit suggestions
and receive awards. : o

5. Basis for Awards.

a. (1) Awards will be considered where, in the opinion of the
committee, the meritorious Suggestion has resulted or will re-
sult in improvement op economy in the operations of the agency
through monetary savings, increased efficiency, conservation
of property, improved employee working conditions, better serv-
ice to the public, and similar results.

(2) Awards will not be recommended for suggestions fall-
ing within the normal respousibilities of the duties of the
suggester.,

b.  To be considered for an award, the suggestion must have
been adopted for use in the agency within three (3) years from the
date the suggestion is received by the agency.

Ce ‘A cash award for a meritorious suggestion shall be in ad-
dition to the regular compensation of the recipient, and the ac-
ceptance of such a cash award shall constitute an agreement that
the use by the United States of the suggestion for which the award
is made shall not form a basis arising from the accepted suggestion
for a further claim upon the United States by the recipient, his

- heirs or assigns. , T

6. Submission of Suggestiona.

. Suggestions may be submitted directly to the Chief, Management
Branch, AgM, by any individual eligible for an award. They should‘be

Approved For Release 2006/11/09 - CIA-RDP81-00728R000100010026-




RESTRIGTL

in duplicate;, énci '.-;riould include:

a. Name of employee.

"b. Title, grade, and salary.

c. Division, Branch and Office.

d. A detailed description of the suggestions, with a statemen‘b‘
of the actual saving of money which will result or has resulted in
the first year of its operation, or the basis for opinion that other

exceptional benefit to CIA will result from adoption.

7+ Action on Suggestions and Awards.

a. In each case where a suggestion of merit is made, ‘a record
of the suggestion will be placed in the personnel file of the em=-
ployee concerned whether or not an award is granted.

The Chief, Management Branch, A&M, will review each sugg=- -
estion submitted under this directive and arrange for committee
action. The committee will consider each suggestion on the sole
basis of benefit to CIA and eligibility of the suggester to re-
ceive an award, and take action as follows: ‘

(1) Return to the suggester each suggestion not con-
sidered of sufficient benefit to CIA for an award or where the
suggester is not considered eligible for an award, stating
reasons in each case.

(2) Recommend to the Director suitable award when war-

ranted by the suggestion. The action of the Director in such
cases shall be final.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive for ‘
Administration and Management

'DISTRIBUTION: ALL CIA EMPLOYEES.

 BESTRICTED

Apiroved For Release 2006/11/09 : CIA-RDP81-00728R000100010026-4
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)]
CENTRAL INTELLIGENCE AGENCY H
Washington, D. C.
ADMINISTRATIVE INSTRUCTION ‘ S 25 June 1948
‘ STATINTL
SUBJECT: '~ Awards to CTA Employeés for Meritorious Suggestions.
STATINTL ,'\
The security classification of Administrative Instruetion No. i
1
dated 30 March 1948, subject: "Awards to CIA Employees for
Meritorious Suggestions" is changed from Restricted to Unclassified.
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:
STATINTL
Administration and Management
DISTRIBUTION: ALL GIA EMPLOYEES
,
. A
i
e s



.. RESTRIGTED

CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

31 December 1918

ADMINISTRATIVE INSTRUCTION
STATINTL NUMBER

- SUBJECT: : Awards to CIA Empioyees for Meritorious Suggestions

Paragraph 1, Administrative : Instructionl:l
f : dated 30 March 1948, is amended by deleting the Executive

s for Administration and Management from committee member-

Ship. T

‘ FOR THE DIRECTOR OF CENTRAL INTELLIGENCE

STATINTL

I I
Captain, USN
Executive Director

DISTRIBUTION:

7
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CENTHAL INTELLIGENCE, AGENCY
o Washington, Ds Ge
S ‘ /

ADMINISTRATIVE /INSTR s © 27 July 1949 STATINTL
. NO. 4 : ) // . !
! ; * s e : B E
5 ‘SUBJECT: . A\vards %o CIA Employses for-MéFitorious Suggestions STATINTL
o * ‘ \m‘t\—/} ..a-"-"'””w" Sttty BE .-
; RESCISSIONS:\ Admindstrative Instruction ‘ted 30 March 1948
' } Administrative Instruction dated 25 June 1948
* Administrative Instructioq dated 31 December 1948

1. Committee on Awards for Meritorious Suggestions

‘The Cornmittee on Awards for Meritorious Suggestions shall pranote
the employee incentive program and recommend’ awards for employees for

meritorious 4suggestions. The Committee vi’ncludes the followings ¢

: . Executive " = Chairman
{ S . Bidget Officer - NENUBERS-OrirTien- Member.
P Personnsl Officer « Member =
! Management Officer " w Mamber and Recorder

v Alternate and additional members mey be designated by ;bhi _

2, -COrmrﬂ.ttep’ Eesponsibilitz

.. The Committee is responsible for carrying ‘out  the provisions of -
C Section 1k, Public Law 600, 79th Congress “(5 UsSeCeAs 116a) ‘and _
b Executive Order No. 9817, dated 31 December 1946, and will encourage
individual employee industry and interest in making sound suggestions
for improvement and economy in the operations of CIAe ‘ ‘

3¢ Awards

8. Cash awards may be authorized for meritorious suggestions
adopted solely or primarily as a result of monetary savingse
Awards shall be based on the annual estimated saving within the
Agency in the first year of operationin’ accordance with the
following table unless for special reasons the Director shall
determine, subject to-statutory limitations, that a different

amount is justified:

:. AINUAL SAVINGS ~ CASH AWARDS - |
$1 = $1,000 $10 for each $200 of savifgs with &
| | |

¢
)

minimm of $10 for any adopted suggestion \9

o
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41,000 = £10,000 $50 fer the first $1,000 ef pavings, and
§25 fer each additional $1,000 of savings
$10,000 = $100,000 $275 fer the first $10,000 of savings,
and $50 for each additional 410,000
: of savings
$100,000 = er more $725 fer the firet $100,000 ef savings,
and $100 for each additional $100,000
. of savings previded that the maximm
‘ ‘award for awny one suggestion shell nob
- : exceed ‘%l,OOO

b. Cash awards may be authorized for meriterious suggestions
dgpted primerily upeon the basis of improvement in the operations
: wervices of CIA., The Committee shall recommend am award
E mensurate with the benefits anticipated frem the suggestiocn.
The emount recommended for eny one award shall not exceed $1,000,

¢, Certificates, medsls or other emblems may be awarded
by the Directer in eddition te menetary awards and alse in
honerary recegnitien of service which the committee recommends
a8 exceptional but not meriting a cash award,

4. Eligibility for Awarda

All civilian employees of CIA are eligible te submit suggestiens
and receive awsrds, except thet awerds shall net be recommended fer
suggestions falling within the nermel responsibilities of the duties
ef the suggester, ‘

5. Basis for Awards

a. Awerds will be considered where in the epinion of the
Committee the meriteriocus suggestion has resulted er will
result in improvement or ecenomy in the. operations of the
Agency threugh menetary savings, increased efficiency, conserva=
tion of preperty, impreved empleyee working cenditions,
better service to the public, and similar benefits.

.'b, The suggestien must be sdepted for use in the Agency
within three (3) years frem the date the suggestion is received.
by the Mmgement Officer,

c. A cuh award for a merit.orious auggestion shull be in
‘addition to the regular compensation of the recipient, and
the ucceptunce of such a cash award shall cemstitute an agree-
ment that the use by the Unitad States eof the euggestion.

» Approved For Release 2006/11/09 : CIA-RDP81-00728R000100010026-4
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for which the award is made shall not form a basig ariging.
from the accepted suggestion for a further claim upon the
United Stat;_es by the recipient, his heirg or assigns,

6. Submissien of Sugeestions

4 suggestion may be submitted through Supervisery chaunels to
the Management Office or directly to the Management, Officer by any
individusl, T1¢ should be iy gy licate, and slwulc;_l includg:

8. Name of enployee
b, ' Title ang grade
¢+ Division, Branch amd Oeice

. d. Detailed deseription of the suggestion, with g statement
of the actual saving of money which will result or hag reshdted
in the first Jear of itg operation, or the basis fer opinien

that ether exceptional benefit to CIA will Tesult from adeption,

7. Actien on Sugzestiona

a, The Hanagement Office will revien each suggestion and
srragme for. Committee action, : : '

b, The Cemmittes will examine esch suggestion en tha
basis of benerit te the Agendy and the Federal government
and will determine whether the Suggester is eligible te
receive an award, :

(1) 1If the Committee determines thet a suggestion is
nt.iacceptable, the Management Officer wily notify the
suggester of the ressons ‘his suggestion vas not adepted,

(2). If the Committee determines that & suggestion.
has merit, the Chairmain of the Committee nill recemmend
‘te the Directer that a cash award er g Certificate of
‘Award skeuld be presented, - ' :

¢, Whemever the Directer believss that a suggestion weuld
- benefit the Federal goveruént‘generally, he may repert it
te the Directer of the Bureay of -the Budget fer dissemination

te all Departments and Agencies, Hewever, ne sdditienal cash
award may be autherized fer the suggester, L

' - ’ A0010004056.4°
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g o de The Menagement Officer will forward a recerd ef each
‘ ; - suggestion submitted and finmal action taken te the Persemmel
‘ i © . 0ffice for inclusien in the pu-so%,file of the employee,

L - FOR THE DIRECTCR OF CENTRAL INTELLIGENCE:
' ' : ' aptain, ,
‘ Z ' ‘ Executive _
DISTRIBUTION: A1l CIA Empleyees
} .
(
| 4e
; : ‘
! Y
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STATINTL

“ . i R
STANDARD FORM NO. 64

Ojﬁc@ Mem‘omhdzmz » UNITED STATES GOVERNMENT |

To Executive for Administretion & Management

. DATE: 24 March 1948
FROM

Chief, Budget and Finance Branch

SUBJECT: Proposed instruction concerning awards to CIA employees for
meritorious suggestions

, . \
l, A review has been made of the attached draft and the comments

made by the Assistant General Counsel, It is suggested that the

comments of the Assistant General Counsel be given favorable

consideration in preparing the final draft of the Administrative

Instruction., It is also suggested thet the first sentence of

Paragraph 6 be changed to read as followss "Suggestions may be

, submitted directly to the Chief, Management Branch, A&M, by any
; _ individual eligible for an award",.

2, Except as indicated above, this office concurs in "bho
‘ ‘ Instruction as drafted.

E. R. SAUNDERS . STATINTL

. ~ Att. ' ‘
j - draft 3/16/48
| : memo 3/22/48 = ¢

s

RDP81-00728R000100010026-4
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TITLE 3 we THE PRESIDENT
EXECUTIVE ORIER 9817

Regulations Governing Awards to Federal Employees for Meritorious
Suggestions and for Exoeptional or Meritorious Servioce

: By virtue of and pursuant to the authority veosted in me by
Sec‘c‘lon 14 of the act of August 2, 1948 (Public Law 500, 79th Congress),
I hereby presoribe the following rules and regulations governing the
payment of awurds for meritorious suggestlons of oivilien offlcers
and employses and for the incurring of expenses for honorary recogni-
tion of exceptional or meritorious services

SECTION 1, Any oivilian officer or employee of a department
(as .the word "department" is defined in seation 18 of the sald aot of
August 2, 1948) vho meles o suggestion, in such form and mamer as
his department shall require, which is adopted for use in the departe
ment on or after August 2, 1946, and, in the Judgment of the :departe
mont head or other duly suthorized authority in the department, has
resulted or will result in improvement or economy in the operations
of the departmont by way of monetary savings, inoreased efficlency,
conservation of property, improved employse-working condibions, botter
service o the public, or otherwise, shall bo eliglble for consldora-
tion for o oash award, A former oivilian officer or employee {or his
estate) shall be similarly eligible for awards for such suggestions
made while in the service of the department.

SEC. 2. Whenever a suggestion is determined to be meritorious
and 1s adopted solely or primarily booause it will result or has
resulted in the saving of money, the amount of the award shall be
based on the amount of the ennual estimated saving in the first year
of oporation in accordance with the following table, unless for
speoinl reasons the head of the department sha.ll determine, subjeoct
to the limitations preaoribed in tho said aot, that a different
anmownt ia Juatiriodl

SAVINGS ' AVIARDS

$l == 21,000 $10 for each $200 of savings with a
minimm of $10 for any adopted
suggestion,

$1,000 == $10,000 - $50 for the first $1,000 of sevings,

: : and $26 for each additional $1,000
of savings,

310.000 e 8100.000 mrnsnmesnnemee$2?5 for the first 810,000 of savings,
‘ and $50 for each additional $10,000
of savingse

Approved For Release 2006/11/09 - CIA-RDP81-00728R000100010026-4
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SAVINGS  (Cont'd) AWARDS -
$100,000 or more . ~$726 for the first $100,000 of

savings, and $100 for each addi-
tional $100,000 of savingsj proe
vided that (with the exeeption
of the War and Navy Departments)
the maxirum award for any one
suggestion shall not exceed
1,000,

SEC. 3. Vhen a suggestlon is adopted primarily upon the
basls of improvement in the operations or services of the department,
the department shall determine the amount of the eward commensurate
with tho benefits anticipated from the suggestion. Whenever the head
of ‘i .dopartment believes that a suggestion he has adopted would
benefit the Govermment sovvies penerally, he may report 1t to the
Direotor of the Buresu of the Budget for dissemination to all departe
ments.

SECs 4e At the ound of each fisosl year each deportment shall
report to the Director of the Bureau of the Budget the mmber of
employee suggestions subnitied, the number of such suggestions adopted,
the botel arount of cash ewards, ond the total amount of estimated
amual savings.

SEC. bHs A departuent may provide for the purochase and award
of appropriate oerbif:.oatos, medale, or other emblems, in honorary
recognition of service which is determined by the head of the depart-
mont to be exceptional or meritoriocus.

5uC, 6. Ho award shall be pald for any suggestion which is
not adopted for use within five years {rom the date the suggestion
is recsived by the department., Any department may, in its disoretion,
change the desipgneted period of’ five yenrs to a less period of time,

SECe 7 No award shall be paid to any officer or employee
for any suggestion whioh represents a part of the normal requirements
of the duties of his position. ‘

S8C, 8. The total of cash swards paid during any fisoal
year in any dopartment (except the War and Navy Departments) shall
not oxoesd $25,000, Oash mwurds and expenses for honorary recognition
for exceptional or meritorious service may be paid from the appropria=
tlon for the activity primarily benefiting or may be distributed
smong appropriations for activities benefiting as the haad of the
dop.rhnnt determines,

SEC, 9. A cash award shall be in addition to tho regular
compensation of the recipient, and the acceptance of such cash award

Approved For Release 2006/11/09.:.CIA-RDP81-00728R000100010026-4
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shall oonstitute an agreement that the use by the United States of ;
the suggestion for which the award in medo shall not form the basis :
of a further olaim of any nature upon the United States by him, his :

heirs, or assigns,

| SEC, 10, Thls ordor ahall be effective as of August 2, 1946, |
and shall be published in the FEIERAL REGISTER, : S

HARRY S, TRUMAN

THE WIITE HOUSE,
December 31, 1946,

A i b o L A S i it 0. it
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9 February 1948

MEMORANDUM  FOR EXECUTIVE FOR ADMINISTRATION AVD MANAGEMENT

SUBJECT: - Administrative Instruction for Meritorious
Suggestion Awards.

l. The Executive for A and M is about to issue an adminis-
trative instruction in the 20 series in connection with a program
of awards for meritorious suggestions by members of C.I.A,

* 2¢- In conneotion with this program certein administrative
responsibilities will fall on the Agency and more particularly upon
the Exeoutive for A and M, in accordance with Public Law 600 of the
79th Congress and Executive Order 9817 which promulgates regulations
concerning these awards, These responsibilities are over and above
the problems attendant upon the internel administration of this pro- -
gram and are set forth herewith for your guidance,

3¢ The matters referred to above are as follows:

(a) The amount of any one award for meritorious
suggestion shall not exceed $1,000 and the total of cash
awards paid during any fiscal year by the Agency shall not
exceed $25,000, (Public Law 600, Section 14)

(b) Payments may be made from the appropriation
for the activity primarily benefiting,or mey be distributed
among appropriations for activities benefiting, as the
Director determines. (Public Law 600, Section 14)

(¢) Whenever the Director believes that the
suggestion he has adopted would benefit the Government
service generally, he may report it to the Director of the
Bureau of the Budget for dissemination to all departments,
(Executive Order 9817, Section 3)

(d) At the end of each fiscal year the Agency
shall report to the Director of the Bureau of the Budget
the number of employee suggestions submitted, the number
of such suggestions adopted, the total amount of ocash
awards, and the total amount of estimated annual savings,
(Executive Order 9817, Section 4)

: (e) 1In addition to the cash award set forth in
the administrative instruction, the Agency may provide for
the purchase and award of appropriate certificates, medals
or other emblems in honorary recognition of service which

5PS1.00728R000100010026-4
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the Director determines to be exceptional or meritorious,
The expenditure for honorary recognition may be made from
appropriations as indioated in 3(b) above, (Executive
Order 9817, Sections 5 and 8) ,

4, If a oash award for a meritorious suggestion is being
made. it is suggested that the recipient acknowledge its receipt in
wiiting, whioh receipt should include a phrase to the effeot that -

"Acoeptance of this cash award constitutes an agree=
ment between its recipient, _ (Name of recipient) »
and the Central Intelligence Agenoy that the use of the
meritorious suggestion by the United States for which
this award has been made, shall not form the basis of
& further claim of any nature upon the United States by
me, my heirs or assigns." :

At such time aa' it is determined that a meritorious award is to be made,

the office of the General Counsel will assist in the preparation of
the neocessary release, :

STATNTEL

alter L, PfofiZzhe
Assistant Gene Cquasel

B i e S vt o it s
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larly for the following reasons:

9 February 1948

MEMORANDUM FOR EXECUTIVE F(jR A&M

SUBJECT: = Proposed Administrative Instruction
for Meritorlous Suggestions Awards.,

l. It is felt that corrections to the proposed adminis:
trative instruction indiecated below be considered particu-

(2) Sufficient weight does not seem to
be laid on the fact that the meri- %
torious suggestions are primarily

+ those which will result in economy
and over-all monetary saving.

(b) There is nothing in Public Law 600 v
or Executive Order 9817 which will .
permit in-grade promotions for meri-
torious suggestions,

(c) The question should be raised as to
whether the Awards Committee may
make the awards or merely serve in
an edvisory capacity to the Director
for this purpose.

2. It 1s suggested that the first sentence of péragraph
1(e) might preferably read:

"In the interest of making continual im
provement"or economy in the operations of V'

- This follows the languaﬁe of Executive Order 9817. The use

of the word “management is questioned, particularly as para-
ﬂ:ph 4 of the proposed instruction specifically declares :

ligible those having the assigned responsibility for the
improvement of management.

‘ 3« The Committee appointed in paragraph 1(a) 1s called P
by two different names within the parggraph., It would seem p
preferable if one name could be agreed on -- such as "CIA - /y/
Meritorious Awards Committee" or "CIA Meritorious Suggestions
Awards Committee". The mere calling of the Committes the

T e e e rter
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‘"OTA Awerds Committee" might railse an erroneous picture

of its jurisdiction by an indicatlon that 1t handle all
awards for the Agency, including military.

4, Paragraph 1(a) of the proposed directive, in
referring to the Committee membership, states that "These -
officers of the Committee may designate alternates. . o
As there is only one officer -- the Chalrmen -- perhaps

he slone should designate slternates to the Committee.

Otherwlise, this sentence should read, "ThesMembers cﬁf the
Committee may designate altermates., o o" Y. &indhoX

5., Section 1% of Public Law 600 rests the authority
to pay cash awards for meritorious suggestions in "the
head of each department". For his guidance in the making
of these awards, Section 2 of Executive Order 9817 estab-
1lishes a monetery scale for payments commensurate with the
amount of savings. This scale must be followed unless
"for special reasons the head of the department shall deter-
mine . . . that a different amount is justified". It would
appear, therefore, that the Director must pass on the

amount of the award for a meritoricus suggestion which 1s

adopted solely or primsrily because of monetary saving.

The Executive Order places the burden of passing
on suggestions "in the judgment of the department heed
or other duly authorized suthority in the department. . .
In view of this language, it is concluded that the Committee
mey pass on suggestions as the duly authorized authority
in the Agency, and recommend as to the size of the award.
However, their decision should be considered advisory only, -
and the monetary award should have the final approval of
the Director in compliance with the terms of the Executive
Oorder. It is recommended that this be complied with, as
the General Accounting Office might, at some future date,
reise the question as to who authorized the expenditure
of funds in this connectlon. :

‘ It should be noted further that when a suggestion
is adopted primarily upon the basis of improvement ln opera-
tions or services rather than for reasons of economy, "the
department shall determine the amount of the award. . N
AS ThIS section (Section 3) of the Executive Order is not
qualified by any table of minimum or meximum awards, the
Committee may make the final determination of the award to
be granted, subject to the statutory limitation that no one
awerd shall exceed $1,000. |

i
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6. After the phrase "79th Congress" in line 2 para-
graph 2 of the original draft, suggest the addition in
perenthesis of the phrase "(5 U.S.C.A, 116a)" for quick Z(/
reference, as this 1s the standard legal form of cltation.

It would again sppear preferable in the conclusion
of the second sentence of paragraph 2 to use the language
of the Executive Order by revising to read, "suggestions /
for improvement or economy in the operations of C.I.A."
The emphasls on suggestions for economy should be stressed.,

T. It would seem preferable to follow more closely
the language of the Executlive Order in setting. forth the
awards authorized in paragraph 3, = The proposed text in
parsgraph 3 (a)(1l) does not point out clearly that this
‘type of award 1s based on a suggestlon that is adopted
solely or primerily because 1t wlll result in monetary
SaVing. 1C 18 Suggested that peragraph 5 be revised to
read as follows: ‘

"3, AWARDS AUTHORIZED.

(a) 'The following awards sre authorized
for g meritorious suggestion which is adopted
primarily because 1t will result or
has resulted in the saving of money. The amount
of the award shall be based on the smount of the
annual estimated seving in the first year of ‘
opergtion In asccordance with the following table,
unless, for speclal reasons, the Director shall
shall determine, subject to certain statutory
limitetions, that a different amount 1s justified:

 SAVINGS AWARDS
$1 -~ $1,000 ~-eememcacuaaaa-$10 for each $200 of sovings

wlth a minimm of $10 for any
adopted suggestion.

$1,000 -- $10,000 —=mcmcemne- $50 for the first $1,000 of
savings, and $25 for esach
additional $1,000 of savings.

. $10,000 == $100,000 =~ecen --$275 for the first $10,000
‘ of savings, and $50 for each
- a0ditional” $10,000 of savings.

$100,000 OP MOYE =-meecoemen- $725 for the first $100,000 of
: : savings, and $100 for each addi-
‘tlonal $100,000 of savings; pro-
vided that (sith-the-exee
nts-)-

the maximum award for sny one
suggestion shall not exceed $1,000."

e R
R iR %
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It is indlcated in the proposed revision of paragraph 3(a)
and in accordence with the Executive Order that the mone-
tary basis for the award depends on the amount of estimated
saving in the first year of operation under the meritorious
suggestion. ‘

In addition, the originel draft should be
corrected as proposed sbove so that the monetary sums

correspond with those set out in the Executive Order.

8. Paragraph 3 (2)(2) of the original draft should
be eliminated, There is no either in Public Law 600
or Executive Order 9817 which permits special within-grade
salary increases for meritorious suggestions. The founds-

V

tion for these increases sre based on another law end should -

be properly the subject of & separate administrative instruc-
tion, ‘ v

Following paregraph 3(a), as proposed above, the
following should appear: ’ ’

"(b). VWhen a suggestion is adopted primsrily
upon the basis of improvement in the operations

or services of C.I.A., the Agency shall determine
the amount of the award commensurate with the
benefits anticipated from the suggestion. The

emount of any one award shall not exceed $1,000.

"(e). Certificates, medals, or other em-
blems may be awarded by C.I.A. in honorary recog-
nition of' service which the Director determines to
be exceptional or meritorious,” :

9. It 18 suggested that the original draft of paragraph
4 ve reconsidered so as to include possible awards for those
having specific responsibility for menagement improvement.
Persomnel in the management staff might suggest operational
changes which exceed the normal requirements of the duties
of their positlon or might produce & suggestion of such
merit that the Director, in accordance with the terms of

the Executive Order, might report it to the Director of

the Bureau of the Budget for disseminstion to all departments
of the Govermment on the basis that the suggestion would

benefit the Government service generally. The Lew and Execu-
tive Order provide these awerds for "eny civilian officer or
employee of a department”, and consideration should therefore

be glven to the possible participation of those who have
menagement responsibilities who might make suggestions in
flelds other than mansgement, This is particularly true in
an Agency such as C.I.A. where the line between manegement
and operations may in some Instences be qulte clearly drawn.

pproved For Release 2006/11/09 : CIA-RDP81-00728R000100010026-4
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10. It 1s suggested that parsgraph 5 of the originel
draf't be revised to read as follows: :

. "5. BASIS FOR AWARD. *Awards will be con.
sidered by the U.I.A, Meritorious Suggestions
Awards Committee where in the opinion of the Com-
mittee the meritorious suggestion hes resulted A
or will result in improvement or economy Iin the
operations of the Agency by wey of monetary sav-

.\ ings, increased efficlency, conservation of pro-

perty, improved employee-working conditions better -
servige to the public, or otherwise. ’ '

‘- "In order to have the meritorious suggestion
considered for an award, the suggestion must have
been edopted for use in the Agency, :

| € "o sward shell be bald for any suggestion
i not adopted for use within five (5) years from the
\__date the suggestion is received by the Agency.

&\ "No awerd shall be paid to any officer or
employee of C.I.A, for any suggestion which repre-
‘sents a part of the normal requirements of the
duties of his position,"

It should be noted, in comnection with the five-
year limitation set forth above s that the Agency may, in
1ts ‘discretion, change the period to one of less than five
years, It is therefore suggested that the Executive for
A & M determine the period which he considers eppropriate
should he deem five years to be too long.

11. The following Daregraph should be included in
the Instruction possibly as & new baregraph 6, with the
old paragraphs & end 7 renumbered to 7 and 8: ‘

o "6.\ The cash award for a meritorious sug-
| gestlon shell be in addition to the regular com-
pensation of the recipient » and the scceptance
} - of such cash awerd shall constitute en sgreement
| _that the use by the United States of the suggestion

basis of a further claim of any neture upon the
United States by the recipient s his heirs or
assigns,” ‘
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12. In order to c‘on.fom to the terms of the Executive
OI'deréd the original parsgraph 6 (a)(4) should be revised
to read: : s : v

: o ™UB). A detailed deseription of the sug-
! ~ gestion with e statement of the actual saving
| of money which will result or has resulted in /

the first year of its operation." /
T~

STATTNITL

Welter L. Pforgheimér °
Assistant Generdl Counsel

I A
W &g- Qc\/‘%ﬁ&ﬁ}w'
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